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The Municipal Technical Advisory Service (MTAS) was 
created in 1949 by the state legislature to enhance the 
quality of government in Tennessee municipalities. An 
agency of the University of Tennessee Institute for Public 
Service, MTAS works in cooperation with the Tennessee 
Municipal League and affiliated organizations to assist 
municipal officials.
By sharing information, responding to client requests,
and anticipating the ever-changing municipal government 
environment, MTAS promotes better local government
and helps cities develop and sustain effective management 
and leadership.
MTAS offers assistance in areas such as accounting and 
finance, administration and personnel, fire, public works, 
law, ordinance codification, and wastewater management. 
MTAS houses a comprehensive library and publishes scores 
of documents annually.
MTAS provides one copy of our publications free of charge 
to each Tennessee municipality, county and department 
of state and federal government. There is a $10 charge 
for additional copies of “Open Records: a Guide for 
Municipal Officials.”
Photocopying of this publication in small quantities for 
educational purposes is encouraged. For permission to copy 
and distribute large quantities, please contact the MTAS 
Knoxville office at (865) 974-0411.
MTAS OFFICES
Knoxville (Headquarters) ............... (865) 974-0411
Johnson City ................................... (423) 854-9882
Nashville ......................................... (615) 532-6827
Jackson ............................................ (731) 423-3710
Martin ............................................. (731) 587-7055
www.mtas.tennessee.edu
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Governours, must arm themselves with the 
power which knowledge gives.
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C. Records of Nongovernmental 






equivalency”	test.	Memphis Publishing Co. v. Cherokee 















owned	property,	Creative Restaurants Inc. v. Memphis,	
795	S.W.	2d.	672	(Tenn.	Ct.	App.	1990).	
D. Documents in Electronic 




















































II. MUNICIPAL RECORDS CATEGORIES










































































































































































information	and the request is for a professional, 






















Schneider v. City of Jackson	that	the	law	enforcement	
privilege	has	never	been	adopted	as	a	common	
law	privilege	in	this	state.	Hence,	the	law	














































































































































































































IV. POLICIES AND PROCEDURES
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APPENDIX A
CITY OF _______________, TENNESSEE
RESOLUTION NO._______________
A RESOLUTION ESTABLISHING PROCEDURES FOR PUBLIC INSPECTION OF, ACCESS TO AND DUPLICATION 


















































in	the	office	of	the	records	custodian.	[This provision is for small police departments that do not have 
personnel trained in records management. Larger police departments should maintain personnel records 
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APPENDIX B
SCHEDULE OF REASONABLE CHARGES FOR COPIES 
OF PUBLIC RECORDS
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APPENDIX C


















	 b.	 Type	of	record:					o Minutes										o Annual	Report				o Annual	Financial	
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	 d.	 Programming	cost	to	extract	information	requested:		___________________________________________________ 	
	 e.	 Method	of	delivery	and	cost:	______________________________	Estimated
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APPENDIX D
RECORDS REQUEST DENIAL LETTER






                     (type of records)
you	with	either	all	or	part	of	the	requested	record(s).	The	basis	for	this	denial	is:
	 	 o  No	such	record(s)	exists.
	 	 o  This	office	is	not	the	records	custodian	for	the	requested	record(s).
	 	 o  Additional	information	is	needed	to	identify	the	requested	record(s):	
	 	 	 	______________________________________________________________________________________
	 	 	 	______________________________________________________________________________________
	 	 	 	______________________________________________________________________________________
	 	 o  The	following	law	(citation	and	brief	description	why	access	denied):
	 	 	 o Tenn. Code Ann.	Section:		________________________________________________________________
	 	 	 o Court	Rule:		___________________________________________________________________________
	 	 	 o Common	Law	Provision:		_________________________________________________________________
	 	 	 o Federal	Law	(HIPPA,	FERPA,	etc.):		 ________________________________________________________
If	you	have	any	additional	questions,	please	contact	______________________________________________	.
																																																																																	         (insert contact person and phone number)
Sincerely,
(Record	Custodian’s	signature	and	title	with	contact	information)
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APPENDIX E
RECORDS PRODUCTION LETTER














(iii) Furnish the requestor a completed records request response form developed by the office 










																																																																																	         (insert contact person and phone number)
Sincerely,
(Record	Custodian’s	signature	and	title	with	contact	information)
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BEST PRACTICE GUIDELINES FOR RECORDS CUSTODIANS RESPONDING



























Governmental entity or agency:	this	includes	but	is	not	limited	to	the	state,	any	political	subdivision,	agency,	
institution,	county,	municipality,	city	or	sub-entity.	Note,	certain	associations,	non-profits,	and	private	
entities	are	also	subject	to	the	TPRA.






































































	 	 	 basis,	requested	on	a	regular	basis	and	is	easily	accessible	(i.e.	records	that	are	routinely	released
	 	 	 and	readily	accessible,	such	as	agendas	for	current	calendar	month	meetings	and	approved	minutes
	 	 	 from	meetings	held	in	the	previous	calendar	month);	and
	 b.	 whether	the	administrative	cost	of	documenting	fees	and	processing	the	payment	(including	internal
	 	 controls)	exceeds	the	cost	of	copying	and	labor.
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SAFE HARBOR POLICY FOR RECORDS CUSTODIANS WHO ADHERE TO THE SCHEDULE 
OF REASONABLE CHARGES AND THE POLICY FOR FREQUENT AND MULTIPLE REQUESTS 
ESTABLISHED BY THE OFFICE OF OPEN RECORDS COUNSEL
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NOTICE OF AGGREGATION OF MULTIPLE REQUESTORS 
Mail completed form to:    Office of Open Records Counsel 
Suite 1600, James K. Polk State Office Building 
505 Deaderick Street 
Nashville, Tennessee 37243 
(615) 741-1551 (fax) or Open.records@state.tn.us (e-mail) 
Records Custodian:  ____________________________________________________________ 
(Name of Governmental Entity, Office or Agency) 
Employee/official authorizing aggregation:_____________________________________ 
(Name and title) 
Address and phone number:_________________________________________________
________________________________________________________________________ 
Other Offices or Custodians included in aggregation:_____________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
(________) of Requestors being aggregated: 
    (Number) 
Requestor’s name, address and contact information:  
________________________________________________________________________ 
________________________________________________________________________ 
Requestor’s name, address and contact information:  
________________________________________________________________________ 
________________________________________________________________________ 
Requestor’s name, address and contact information:  
________________________________________________________________________ 
________________________________________________________________________ 
Requestor’s name, address and contact information:  
________________________________________________________________________ 
________________________________________________________________________ 
Requestor’s name, address and contact information:  
________________________________________________________________________ 
________________________________________________________________________ 
Requestor’s name, address and contact information:  
________________________________________________________________________ 
________________________________________________________________________
NOTICE OF AGGREGATION OF MULTIPLE REQUESTORS FORM 
T.C.A. Section 8-4-604(a)(2) 
Page 1 of 2 
Form #CT-0444 
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NOTICE OF AGGREGATION OF MULTIPLE REQUESTORS FORM 
T.C.A. Section 8-4-604(a)(2) 
Page 2 of 2 
Form #CT-0444 







Requestors have been notified that a properly adopted aggregation policy exists, that the decision 
to aggregate has been made, and that there is a right to appeal the decision to the Office of Open 
Records Counsel. 
_________________________________
Signature of Records Custodian, date 
_________________________________
Signature of Requestor, date 
_________________________________
Signature of Requestor, date 
_________________________________
Signature of Requestor, date 
_________________________________
Signature of Requestor, date 
POLICY RELATED TO REASONABLE CHARGES A RECORDS CUSTODIAN MAY CHARGE 
FOR FREQUENT AND MULTIPLE REQUESTS FOR PUBLIC RECORDS
Section 6 of Public Chapter 1179, Acts of 2008 (“Public Chapter 1179”) adds T.C.A. Section 8-4-604(a)(2) 
which requires the Office of Open Records Counsel (“OORC”) to establish a separate policy related to 
reasonable charges which a records custodian may charge for frequent and multiple requests for copies of public 
records under the Tennessee Public Records Act (T.C.A. Sections 10-7-503 et seq.)(“TPRA”). This Policy will 
be reviewed at least annually by the OORC.
This Policy is to be used in connection with the Schedule of Reasonable Charges dated October 1, 2008. 
This Policy should not be interpreted as requiring a records custodian to impose charges for copies or 
duplication of public records. However, if the records custodian does determine to impose charges for copies 
or duplication, this Policy permits the records custodian to calculate labor charges differently for frequent 
and multiple requests.
If a records custodian determines to charge for frequent and multiple requests for copies or duplication of 
public records in accordance with this Policy, such determination and charges must be pursuant to a properly 
adopted rule and evidenced by a written policy authorized by the governmental entity’s governing authority. 
The authority shall specify the level of aggregation (whether by agency, entity, department, office or otherwise); 
however, such level of aggregation, as well as excessive fees and other rules shall not be used to hinder access to 
non-exempt public records. A records custodian may reduce or waive, in whole or in part, any charge only
 in accordance with the governmental entity’s properly adopted written policy.
The Schedule of Reasonable Charges provides that a records custodian may assess a requestor a fee for 
any labor reasonably necessary to produce copies of requested records after the records custodian spends 
one (1) hour (or if the records custodian establishes a threshold higher than one (1) hours, any increment of time 
over that higher threshold) producing the requested records. For purposes of this policy, during each calendar 
month records custodians in any department, division, agency, bureau, board, commission or other separate unit 
of state, county, or municipal government as authorized by the appropriate governing authority may aggregate 
the number of requests for copies made per requestor. When the total number of requests made by a requestor 
within a calendar month exceeds 4, a records custodian may begin to charge the requestor a fee for any and all 
labor that is reasonably necessary to produce the copies of the requested records after informing the requestor 
that the aggregation limit has been met. Request for items that are routinely released and readily accessible, 
such as agendas for current calendar month meetings and approved minutes from meetings held in the previous 
calendar month, are exempt from this policy. A records custodian may adopt a labor threshold higher than one 
(1) hour or a threshold higher than four (4) requests per calendar month for purposes of aggregation. Disputes 
as to aggregation shall be brought to the Office of Open Records Counsel.
Additionally, a records custodian may aggregate the total number of public records requests made by a requestor 
and by any other individual, if the records custodian reasonably believes the requestor to be acting in concert 
with or as the agent of another person, entity or organization. A records custodian choosing to aggregate 
requests by multiple requestors must inform the requestors of the determination to aggregate and that they have 
the right to appeal the decision to aggregate to the Office of Open Records Counsel. When aggregating the labor 
of multiple requestors, the records custodian must file a Notice of Aggregation of Multiple Requestors with the 
Office of Open Records Counsel. This form is available on the Office’s website.
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The University of Tennessee does not discriminate on the basis of race, sex, color, religion, national origin, age, disability or veteran status in provision of 
educational programs and services or employment opportunities and benefits. This policy extends to both employment by and admission to the university.
The university does not discriminate on the basis of race, sex or disability in its education programs and activities pursuant to the requirements of Title VI of the 
Civil Rights Act of 1964, Title IX of the Education Amendments of 1972, Section 504 of the Rehabilitation Act of 1973, and the Americans with Disabilities 
Act (ADA) of 1990.
Inquiries and charges of violation concerning Title VI, Title IX, Section 504, ADA or the Age Discrimination in Employment Act (ADEA) or any of the 
other above referenced policies should be directed to the Office of Equity and Diversity (OED), 1840 Melrose Avenue, Knoxville, TN 37996‑3560, telephone 
(865) 974‑2498 (V/TTY available) or 974‑2440. Requests for accommodation of a disability should be directed to the ADA Coordinator at the UTK Office 
of Human Resources, 600 Henley Street, Knoxville, TN 37996‑4125.
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